
USAJOBS 

Env!ronmerttal ProtectiOTil 
Agency 

Job Title: Administrative Specialist, GS-030 1-09/11 
Agency: Environmental Protection Agency 
Job Announcem ent Number: LV-OAR-MP- 2012-0032 

SALARY RANGE: 

OPEN PE RIOD: 

SERIES & GRADE: 

$48,895.00 to $76,902.00 1 Per Year 

Friday, May 4, 2012 to Thursday, May 17, 2012 

GS-0301-09/11 

POSITION INFORMATION: Full-time - Permanent 

PROMOTION POTENTIA L: 11 

DUTY LOCATIONS: 

WHO MAY A PPLY: 

JpB SUMMARY: 

1 vacancy - Durham, NC, US 

Current permanent EPA employees in the Office of Air 
and Radiation (OAR), Office of Air Qual ity Planning 
and St andards (OAQPS) with competi tive status and 
CTAP eligibles. 

Earth Day is every day at EPA! Our diverse workforce connects to more t han just a 
career -we share a common passion to promote a cleaner, health ier environment. We 
consistently rank as one of the top Federal agencies in which to work, wi th great 
benefits and work flexibil it ies. See more about us here: http://www.epa.gov. 

This pos1tion is loca ted in the Office of Ai r and Radiation, Office of Air Quali ty Planning 
and Standards, Jmmed1ate Office, Centra l Operations and Resources Staff in Research 
Tnangle Park, North Carolina. 

For more mformat1on on this office, visit the1r webs1te: 
http://www .epa .gov/ a1rqualitv/ 

KEY REQUIREMENTS 

• If you are selected, a p re -employment background check is required. 

• You must submit resume and required documents{See How to Apply) 
• This position has portable work ihe selectee may be eligible to telework. 

• You may be requi red t o travel 1 to 5 days per month. 

DUTIES: 

At the entry level of th is position, you will: 

• Prepa re action reports for the Associate Directors and the Office Directo r on the 
Off1ce of Air and Rad iation (OAR) and Office of Air Qual ity Planning and Standards 
(OAQPS) program issues; 

• Conduct internal aud its of the Division's correspondence and Freedom of 
Information Act (FOIA) records; 

• Develop and maintain automated systems to track progress of extramucal 
prOJeCts; 

• Work w1th the Divis1ons in scheduling workgroup closure meetings; 
• Ensure the workgroup packages are complete and distributed on time; 

• Ass1st 1n perform1ng spec1al assignments related to highly urgent and sens1tive 
program matters; 

• Serve as PeoplePius coordinator for OAQPS; 

• Monitor, mamtam and update the Immediate Office websites; and 
• Serve as backup to the Office Director's assistant. 

When entenng a Federal job at a grade level lower than the highest promotion 
potential level, you may be promoted to more complex duties and work more 
Independently, as you r career prog resses. 
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QUALIFICATIONS REQUIRED: 

You do not need a degree to qualify for this position. 

We are looking for at least one year of specialized experience related to this position 
as described below: 

To qualify for t he GS-09 level, you need to have at least one year of full t1me 
experience defined as experience communicating with all levels of management and 
staff; AND experience with electronic travel and/or timekeeping systems such as 
GovTrip, Travel Manager, and People Plus Systems; OR master's or equivalent 
graduate degree; or 2 ful l years of progressively higher level graduate educat1on 
leading to such a degree; or LL.B. or J.D., if related; degree in any academic 
d1scipl ine. 

To qualify for the GS-11 level, you need to have at least one year of full time 
experience defined as experience using electronic t ravel and t imekeeping systems 
such as GovTrlp, Travel Manager, and People Plus Systems; AND experience 
performing administrative studies and/or management analyses of administrative 
functions; OR Ph.D. or equivalent doctoral degree; or 3 ful l yea rs of progressively 
higher level g raduate education leading to such a degree; or LL.M., in any academic 
discipline. 

Your answers to the on-line assessment will be used to evaluate your competencies In 
the following areas: 

• Knowledge of the principles, techniques, and methods applicable to the program's 
subject matter; 

• Knowledge of federal, agency, and administrative processes, procedures, and 
policies; 

• Ability to conduct audits of the Division's correspondence and FOIA records; 
• Ability to organ1ze, priont1ze and complete work accurately and punctually; 
• Knowledge of program objectives and requirements sufficient to monitor, 

mainta1n and update webs1tes; 
• Ability to communicate oral ly; 
• Ability to communicate in writing. 

I f you are selected, you will be required to complete a Confident ial Financial 
Disclosure Form prior to your first day of employment and annually thereafter. 

This position is designated as Low Risk and requ ires a background investigation. 
Unless an appropriate background investigation is already on record with the Office of 
Personnel Management, you must undergo a background investigation. 

You must meet t1me in grade requirements no later than 30 calendar days after the 
closing date of this announcement. 

HOW YOU W ILL BE EVALUATED: 
We w1ll review your resume and required documents to ensure you meet the basic 
qualification requirements. Your resume must address the knowledge, skills, and 
abilities listed m the Qualifications Section. If you meet bas1c qualification 
requirements, your application will be further evaluated based on your answers to the 
on-line assessment. Your responses to the on-line assessment will be used to 
measure the degree to wh1ch your background matches the reQuirements for the 
position and an applicable score assigned. · 

We w1ll compare your resume and supporting documentation to your responses on 
the assessment quest1onnaire. If you rate yourself h1gher than is supported by your 
applicatiOn mater1als, your responses may be adjusted and/or you may be excluded 
from consideration for this job. We wil l evaluate your qualifications and eligibility and 
notify you if you meet minimum qualification requirements. 

NOTE: We do not require a separate statement responding to the competencies, also 
referred to as Knowledge, Ski lls and Abi li ties (KSAs). However, your resume should 
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clearly show possession of these competencies. 

To preview qu estions p lease click here. 

BENEFITS: 
Benefits wi ll not change for current permanent EPA employees. 

OTHER INFORMATION : 

This posit ion is in the bargaining unit . Are you a Displaced Federal Employee' If so, 
please read the Required Documents and visit the EPA website for addit ional 
information http:; /epa .gov/ohr/ezhire/vacancy requirements.htm. 

This information is used to determ ine your qualifications for employment. The use of 
this information is author ized under Ti tle 5 USC, Sections 3302 and 3361 . 

If you are selected, travel, t ransportation, and relocation expenses will not be paid by 
EPA. Any travel, transportation, and relocation expenses associated with report ing to 
work in this position w ill be your responsibility. 

HOW TO APPLY: 
You are strongly encouraged to read the enti re announcement before you 
submit your applicat ion for this position. 

To begin the application process, cl ick the Apply On- line button to the 
r ight on this screen, follow the prompts to log-in/reg ister, submit all 
required documents, and complete the assessment questionnaire . To be 
considered , you must submit a complete application package by 11 59 Pl"1 
Eastern time on the closing date of this announcement. 

All required support ing docu ments wi ll be collected electronically v ia the 
USA Jobs document portfol io featu re. 

If you cannot apply on -line, you must contact the Human Resources Office 
listed to the right for assistance no later than three business days prior 
to the closing date of this announcement . You must provide complete 
appl ication materials by the closing date of t his announcement. 

For detailed instructions to assist you in ensuring your application 
package is rece ived, go to 
http:/ I epa .gov /ohr/ezhire/ vacancy-· requirements .htm . 

REQ UIRED DOCUMENTS: 

Documents to be submitted on- line: 

- -Resume clearly stating your experience related to th is position as described in the 
Duties Section and Qualifications Required Section . In describing your experience, 
you need to be clear and specific. We may not make assumptions regarding your 
experience. 
- -Responses to the on- line assessment questionnaire 
--College transcripts (i f appl icable) - reqtJired to submit either unofficial transcr ipt s or 
a list of courses that includes course t it le, grades earned, completion dates, 
department, and quarter or semester hours earned. 
- · Displaced Federal employees under CTAP - copy of your most recent performance 
appraisal, proof of eligibility , and your most current SF- 50 noting position, grade 
level, tenure, and·duty stat1on. 
-·Current EPA Employees: You are encouraged to submit a Notification of Personnel 
Action {SF-50). If you fa i l to provide an SF-50, we will access your Federal 
employment records in e-OPF to verify your el igibi lity to be considered. If your 
eligibility for consideration cannot be determined, your application will be rated 
ineligible. 

If you want t o know more about submitting documentation to our off ice, visit EPA's 
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web site: http:/ /epa .gov/ohr/ezhire/vacancy _.requirements. htm 

AG ENCY CONTACT INFO: 
Denise Palmer 
Phone: 702-798-2401 
Fax: 702-798-2416 
Ema11: TeamVegas@epa.gov 

WHAT TO EXPECT NEXT: 

Agency lnfonnation · 
Environmental Protection Agency 
US Environmental Protect1on 
Agency 
Human Resources Management 
Division 
4220 S. Maryland Parkway, 
Building A, Suite 100 
Las Vegas, NV 
89119 . 

us 
Fax: 702-798-2416 

You can track the progress of you r application package via your USAJobs account. 
You wi ll receive an acknowledgement from USAJobs that your submission was 

successful , once we have received your on-l ine occupational questionnaire, resume 
and any supporting documentation. You will be notified of the status of your 
application v ia your USAJobs Account after we conduct a qualification review of your 
complete application package. You will be contacted if further evaluation or 
interviews are reQUired. Any exaggerat ion of your experience, fal se statements, or 
attempt to conceal information may disqualify you for employment consideration. We 
may verify all Information you prov1de in your resume and questionnaire responses, 
through reference and/or background check, and/or veri fication of your educatiOn. If 
you are selected, you will be contacted personally by the human resources office 
posting this announcement. 

Control Number: 315717700 

Close Pr int Back to top ----
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